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Adoption & Insights Portal (AIP) Overview

AIP is a web-based platform built exclusively for faculty and department administrators that enables them to research and
adopt course materials in one, convenient place. Powered by your school’s student information system (SIS), AIP delivers
a highly personalized, streamlined, action-oriented user experience for faculty, staff, administrators, and academic
leadership.

» Personalized Course List for Faculty to easily search, research, and submit their adoptions

+ Dashboard with Adoption Insights to track, monitor, and report on adoptions in real-time

* In-line Affordability recommendations as a complement or substitute to traditional course materials
 Communication tools, including automated reminders, on-demand emails, and on-site messaging

»  24/7 Adoption Support via website chat or toll-free number

* Integration with your institution’s Student Information System for a personalized, real-time experience

Benefits of SIS Connect - Roster Export

AIP is powered by the institution’s SIS Roster data to provide a personalized and seamless experience to the faculty
and administration. The SIS Roster Export provides BNC a seamless export of a school’s course skeleton and their
student and faculty roster for each term to AIP and is an essential step to using AIP. The institution works with BNC to
set-up a daily feed to ensure the course list, down to the section level, is updated as changes are made to faculty
course assignments, added or deleted section numbers, and enroliment data. Updated course, enroliment, and roster
information is reflected in AIP within two business days after the data is received.

Registered Users

AIP is integrated with the institution’s Single Sign On (SSO) technology. A link to AIP will be available within the
institution’s SIS or LMS (depending on their preference). Faculty and administration will be able to click on the link and
be authenticated with their institution credentials.

Access Levels

Each user type will have a different permission level which differs based on how they will use AIP. AIP has a tier-
based permission system comprising of three tiers. A higher tier has access to all the features of the tier below it. An
overview of the three tiers is provided below.

Tier 1 For general users (i.e. faculty) who are entering adoption information.
Offers access to the following features: Course List, Affordability Solutions, Adoption Support, Search,
and Chat.

Tier 2 For supervisors of the users entering adoptions (i.e. department administrators, department heads, etc.)
Offers access to all tier 1 features as well as: bulk upload on Course List, Adoption Overview on Course
List, and Insights Dashboard.

Tier 3 For Provost, Technical Administrator, Bookstore Manager
Offers access to all tier 1 and tier 2 features as well as: Timing & Triggers, On-Demand Communications,
Site Messaging, and Permissions & Settings.

Department Administrator Access to AIP

Institutional Leadership (Provost, IT Admin, etc.) user information is not always included in the SIS export; therefore,
Bookstore Managers will be responsible for contacting AIP support to request Institutional Leadership user access to
AIP with the Tier 3 access level as needed.

Barnes & Noble -2- 2/23/2023
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Note: With the 2.1 Release, all non-student users with institutional credentials will be able to access AIP even if they
are not included in the SIS export. The Bookstore Manager may need to update the user’s permission level on the

User Permissions tab (see: Updating User Permissions)

AIP Dashboard

Upon accessing AlP, Bookstore Managers land on the AIP dashboard with multiple menu options.

1. Dashboard: View status of all course adoptions for the campus. Results can be filtered by Campus (if available),

Schools (if available), Departments (if available), and Term.

(" CITY COLLEGES
of CHICATO
inetetreh

William Felix . .
Log out This message is shown to all campuses!

:=| COURSELIST

City Colleges of Chicago Campus-1: This message only displays to users who have access to Campus 1! ]

DASHBOARDS

Adoption Insights

5 COMMUNICATION HUB

AFFORDABILITY 35 30

SOLUTIONS

Total Courses Courses Not Submitted

) ADOPTION SUPPORT

Course Submission Status
35 Total Courses

PERMISSIONS & SETTINGS

a4

¥ Filter: ALL CAMPUSES - ALL SCHOOLS - ALL DEPARTMENTS - FALL 2021

14%

Courses Submitted

Submission Rate Trend
Fall 2021 Vs, Summer 2021

- Reset Filters

100%

Compared To SUMMER 2021 ~

oo

80
80
70
60

2. Course List: View all school courses and submit adoptions for the respective term filtered by Campus (if available),
Schools (if available), Department (if available), or Term. Courses by can searched by Course ID, Course name or

Faculty Name.

C /omsoueses
ADOPTION & INSIGHTS of CHICALD

William Felix (. )
Log out This message is shown to all campuses!

=

COURSE LIST

Campus 1!

City Colleges of Chicago Campus-1: This message only displays to users who have access to

S WE PRICE MATCH TO SAVE
STUDENTS $
~ « Against Amazon, BM.com &
local competitors
* For the exact textbook -
same edition, format & rental

DASHBOARDS
Adoptions Overview

5 COMMUNICATION HUB

Campus: Schools: Department:
AFFORDABILITY ALL CAMPUSES - ALL SCHOOLS - ALL DEPARTMENTS
SOLUTIONS

Filter By: Show:

CATALOG NUMBE... v  Search

(%) ADoPTION SUPPORT

ALL COURSES

UPLOAD
SPREADSHEET

Term:

- FALL 2021 hd

term

 Awailable for new, used and

used rentals

LEARN MORE

Q FIRST DAY™ INCLUSIVE
ACCESS

93% of Polk State College
students would recomrmend
First Day to their peers

Reset Filters
FIND OUT WHY
' ’ : ¢ e @ Need Help? Talk to Us!
.2 Barnes & Noble -3- 2/23/2023
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3. Communication Hub: Tier 3 users can send automated and On-Demand emails and reminders to Faculty and
administration and add site message to display to all users. All users have the ability to submit emails and questions

to the bookstore.

a. Timing & Triggers: Bookstore can set up (turn on/off) automated messages to be sent to faculty during the open

adoption period.
C CITY COLLEGES
(ki

William Felix
Log out

Timing & Triggers

- . ,
COURSE LIST This message is shown to all campuses! ]

DASHBOARDS

City Colleges of Chicage Campus-1: This message only displays to users who have access to
Campus 1!

SRS D B B A doption Email Communications

Review the email communications sent to your instructors and staff during the adoption collection process. Emails will be
sent for each adoption period unless deactivated here. Click on a message to review send details, a message preview and
< to toggle OFF, if desired.

OD | On Demand

T&T | Timing & Triggers

: Campus: CITY COLLEGES OF CHL.. ~ | Term: FaLL 2020 - Apply to All Campuses
SM | Site Messaging

\ — .
€B | Contact The Bookstor¢ - Adoption Flash Report ~

) WEEK

AFFORDABILITY
SOLUTIONS
Adoption Open Notice ~

ADOPTION SUPPORT

Adoptions Due Reminder #1 ~

PERMISSIONS & SETTINGS Adoptions Due Reminder #2 ~

S WE PRICE MATCH TO SAVE
STUDENTS $

* Against Amazon, BN.com &
local competitors,

+ For the exact textbook —
same edition, format & rental
term

» Available for new, used and
used rentals

LEARN MORE

Q FIRST DAY™ INCLUSIVE
ACCESS

93% of Polk State College
students would recommend
First Day to their peers

FIND OUT WHY

{©) Need Help? Talk to Us!

We have Adoption Support
available 24/7!

Phone: 877-713-6697
Email Support

OPEN CHAT

b. On Demand: Send a reminder that adoptions are due to faculty or craft your own email to go to all faculty or a

selection of members across the campus.

CITY COLLEGES
af CTIICAGD
B iees

C

William Felix

Log out {This message is shown to all campuses!

COUREE ElEy City Colleges of Chicago Campus-1: This message only displays to users who have access to

Campus 1!

DASHBOARDS

On-Demand Communications
,9 COMMUNICATION HUB v

Send Email

T&T Timing & Triggers

I'd like to send: A REMINDER ADOPTIONS ARE DUE -

oD | On Demand
< To the following recipients:

=1 | s Course Status: Courses not submitted

€@ | Contact The Bookstog Campus: CITY COLLEGES OF CHICAGO CAMPU... »

School:  ALLscHOOLS -

S AFFORDARBILITY

SOLUTIONS Departments: ALL

Term: FALL 2020 -

S WE PRICE MATCH TO SAVE
STUDENTS $

* Against Amazon, BN.com &
local competitors

 For the exact textbook -
same edition, format & rental
term

= Available for new, used and
used rentals

LEARN MORE

Q FIRST DAY™ INCLUSIVE
ACCESS

93% of Polk State College
students would recommend
First Day to their peers

FIND OUT WHY

{©) Need Help? Talk to Us!

We have Adoption Support
available 24/7!

»- Barnes & Noble
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c. Site Messaging: Set up and schedule a message that will appear in a banner on top of all pages across the

Adoption & Insights Portal.

C CITY COLLEGES
af CTICACO

Edussiin e Facis

o - .
& William Felix

Log out

{This message is shown to all campuses!

COURSE LIST

Campus 1!

City Colleges of Chicago Campus-1: This message only displays to users who have access to

DASHBOARDS

Site Messaging

‘@ COMMUNICATION HUJ Set-up and schedule a banner message that will appear on the top of all pages across the Adoption & Insights Portal.
T&T  Timing & Triggers Current Message

00 | On Demand Campus: All Campuses

SM | Site Messaging Message:

\ This message is shown to all campuses!
ca Contact The Bookst( =

AFFORDARBILITY

SOLUTIONS End Date:

o2 07/24/2021

Start Date:

S WE PRICE MATCH TO SAVE
STUDENTS $

* Against Amazon, BM.com &
local competitors

+ For the exact textbook -
same edition, format & rental
term

= Available for new, used and
used rentals

LEARN MORE

Q FIRST DAY™ INCLUSIVE
ACCESS

93% of Polk State College
students would recommend
First Day to their peers

EIND OUT WHY

(©) Need Help? Talk to Ust

We have Adoption Support
available 24/7!

d. Contact the Bookstore: Provides all users access to submit a question or email to the bookstore from within

AlP.

@ EVERYTOWN

Contact the Bookstore

Your bookstore manager is ==

Shannon Johnston
Log aut

I'd like to contact the bookstore regarding:
Message:

5D COMMUNICATION HUB |

TAT | Timing & Triggers
o0 | onDemand
SM | Site Messaging

CB | Contact The Bookstore

SEND EMAIL

l_) AFFORDABILITY SOLUTIONS

Contact by Phone: --, ext. --

OPTION SUPPORT Email:

£ Adoptions Due!

S WE PRICE MATCH TO SAVE

{©) Need Help? Talk to Us!

OPEN CHAT

Your adoptions are overdue. Please
contact , your Bookstore Manager as
soon as possible

STUDENTS §
+ Against Amazon, BN.com & local
competitors

+ For the exact textbook - same
edition, format & rental term

+ Available for new, used and used
rentals

LEARN MORE

We have Adoption Support available
24/7

Phone: B77-713-6697
Emall Support

4. Affordability Solutions: Detailed information regarding OER, OER+ Courseware, Price Match Guarantee, and

Course Pack Creation option.

»- Barnes & Noble
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@ EVERYTOWN

Shannon Johnston First Day Inclusive Access

Log out

£ Adoptions Due!

Your adoptions are overdue. Please
contact, your Bookstore Manager as

COURSE LIST First Day™ is Barnes & Noble College’s inclusive access program offering students first Sk Lo

day-of-class access to affordable, high-quality course materials* and providing
institutions and faculty with analytics that support academic achievement.

v

WE PRICE MATCH TO SAVE
STUDENTS §

DASHBOARDS

Against Amazon, BN.com & local
COMMUNICATION HUB competitors

Benefits to Students: « For the exact textbook - same
edition, format & rental term

First Day saves students an average of 40% on course materials and the cost of materials are included in tuition or student fees, ensuring

S AFFORDARILITY SOLUTION that no additional textbook budgeting is required.

Available for new, used and used

rentals
« Students are guaranteed to have access to their course materials on day one of class as materials are delivered through your school's
First Day Inclusive Acces learning management system (LMS). LEARN MORE
» With immediate access to materials, textbooks, and courseware, a barrier to success is removed for your students.
DER Q FIRST DAY™ INCLUSIVE ACCESS
CLICK HERE TO LEARN MORE ABOUT USING FIRST DAY AT YOUR INSTITUTION.
OER + Courseware 93% of Polk State College students
FIRST DAY CASE STUDIES would recommend First Day to their
peers
Price Match Guarantee = |
=, > POLK FIND OUT WHY
3 WRIGHT STATE - CS;I:/I\'IFJ;:
Course Pack Creation UNIVERSITY . —
Like manv institutions. Polk State Colleae has seen a trend of {S) Need Help? Talk to Ust

5. Adoption Support: Provides all users access to the support team via online chat, Bookstore contact information, and
Frequently Asked Questions.

A
G EVERYTOWN
Shannon Johnston

b, Adoption Support

2 Adoptions Due!

Your adoptions are overdue. Please
contact , your Bookstore Manager as

COoURsE LisY Contact Adoption Support Your Bookstore soon as possible
Callus: 877-713-6697 Your bookstore manager is
DASHBOARDS Hours: Mon-Sun 8:00 am - 5:00 pm (CST) Phone: --, ext. -- S WE PRICE MATCH TO SAVE
STUDENTS §
Email: -~
OPEN CHAT . i

R - If you would like to send an email to the Bookstore Manager, please Ag"'"st.‘:"v‘am"' BN.com &local

Aol = visit the Contact The Bookstore page. COmpetiors

« For the exact textbook - same
edition, format & rental term

AFFORDABILITY SOLUTIO Available for new, used and used

Technical Support rentals
For support with technical issues, please call Adoption Support or send an email via the Contact The Bookstore page LEARN MORE
ADOPTION SUPPORT
®
Frequently Asked Questions 1) Need Help? Talk to Us!

\ SEARCH

We have Adoption Support available
Placing Adoptions 24/7

Phone: 877-713-6697
Email Support

1 would like to re-adopt course materials from a previous term. How can | do that?
OPEN CHAT

1 don't see the option to re-adopt materials from a previous term. What should | do?

PERMISSION: S Re-adoption

There is a book | used previously when teaching a different course. How can | adopt that book?

Last term | adopted two different course materials but this term, | only want to adopt one of those materials. Can | use one click re-adopt? bl

6. Search: Research materials by ISBN or Keyword. Bookstore Manager can add materials to a specific course from
the search screen.

NOTE: Use OER Courseware or OpenStax as a search term to see all OER options and add to a course.

.2 Barnes & Noble -6 - 2/23/2023
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@ EVERYTOWN

Search Course Materials

[toudetoua

Search results for loudcloud
DASHBOARDS We found 66 items for you. Showing 1- 10

8224000010636 Foundations of Education (OER) (Courseware) by LoudCloud

Foundations of Education (OER) (Courseware)
by LoudCloud (8224000010636) - LATEST

Summary »

8224000010230 Introduction to Criminal Justice (OER) (Courseware) by LoudCloud
ETTINGS

Introduction to Criminal Justice (OER) (Courseware)
by LoudCloud (8224000010230) - LATEST

Summary »

8224000010551 Astronomy - Ebook Only (OER) by LoudCloud

Astronomy - Ebook Only (OER)
by LoudCloud (8224000010551 - LATEST

. 2 3 7 Mext

Current Student Pricing

Pricing is directional and subject to change
New: $25.00

USE THIS BOOK

Current Student Pricing

Pricing is directional and subject to change
New: $25.00

USE THIS BOOK

Current Student Pricing

Pricing is directional and subject to change

£ Adoptions Duel
Your adoptions are overdue. Please

contact . your Bookstore Manager as
so0n as possible

S WE PRICE MATCH TO SAVE
STUDENTS §

- Against Amazon, BN.com & local
competitors

+ For the exact textbook - same
edition, format & rental term

+ Available for new, used and used
rentals

LEARN MORE

Q FIRST DAY™ INCLUSIVE ACCESS
93% of Polk State College students

would recommend First Day to their
peers

FIND OUT WHY
(©) Need Help? Talk to Us!
We have Adoption Support available
24/71

Phone: B77-713-6697
Ef upport

OPEN CHAT

7. Permissions & Settings: Allows the Bookstore Manager to configure terminology and settings used on AIP.

Within the Site Information tab, the Bookstore Manager can edit terminology such as Term vs. Quarter, Campus vs.
School, or Faculty vs. Instructor. The Bookstore is also responsible for setting the Adoption Start date and deadline for

each adoption period. This should be done after the Term is set up in TA2.

Bookstore Manager

Email Edit
wfelix@bned.com
Phone: Edit

[YOOK-XXX-XXXX ext. XXXXX]
810-762-3030 ext: 3333

Terminology Setup

Term Definition:
(i.e. Term, Semester, Quarter, etc.)

Quarter

School, Campus, Institution, etc.

Institution

Instructor, Professor, Faculty, etc.

Faculty

Institution Information
Institution Name: Edit

High Hill Academy

ENED Rt

TermsofUse | DrivacyBolicy | CA Privacy Dolicy

.- Barnes & Noble -7 -
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In addition, the Bookstore Manager can edit the Bookstore Manager information such as name, email address, and
phone number. This information appears on the Contact the Bookstore page as well as within automated emails.

@ ADOPTION SUPPORT students would
recommend First Day to
their peers

@) seanc Email Settings Active Affirmation FIND OUT WHY
\

Friendly from name for triggered messages: dit . .
{max 50 characters) Turn on this feature to document the intent of the @ Need Help? Talk to Us!
{l::):} PERMISSIONS & S NGS course instructor or academic department to use all
ar i il itemns adopted for a course and section. Statement :
High Hill Academy P! We have Adoption Support
can be edited as needed. B
available!
Flash report recipients:® Edit Bhotie a7 eaay)
{comma separate muiltiple email addresses) Email Support

nilesh.wagh@bnedloudcloud.com,27sarahryan
@gmail.com,fillwelix@gmail.com . OPEN CHAT
Change Justification (@ ]

Turn on this feature to collect a justification for an
adoption submission or change to an adoption after
the Adoption Deadline. Display message and

Bookstore Manager Information dropdown options can be edited/added as needed.

Name:

William Felix

Title:

Bockstore Manager

Email:

wfelix@bned.com

Phone:
POOCXXOCI00E ext. XK

810-762-3030  ext: 3333

Terminology Setup

Term Definition: Edit
(ie. Term, Semester, Quarter, etc]

e (@) MG HILL

Wwilli Feli . B .
toson Permissions And Settings $ WE PRICE MATCH TO

SAVE STUDENTS $

SITE SETTINGS I FIRST DA.. * Against Amazon, BN.com
& local competitors

For the exact textbook

same edition, format &

COURSE LIST

DASHBOARDS Site Content to Display: rental term
« Available for new, used
) . " and used rentals
First Day™ Inclusive Access Course Pack Creation
COMMUNICATION HUB v
LEARN MORE
First Day is an inclusive access model in A course pack is a compilation of
which course materials are included in course materials put into one easy-to-
AFFORDABILITY
e the cost of tuition for similar student access place for students. Course Packs Q, FIRST DAY™ INCLUSIVE
fees) and delivered through a school's can act as a supplement to a textbook ACCESS
learning management system (LMS), or as a replacement. Our publisher- 93% of Polk State College
P — ensuring students have their course neutral approach lets you combine students would
rnaterials on the first day of class content from virtually amywhere recommend First Day to
Students don't have to enter an access including: their peers

code - or wait to get their materials.
7 * Journal and scholarly articles EIND OUT WHY

= Book chapters

* Business cases (©) Need Help? Talk to Us!
PERMISSIONS & SETTINGS * Multimedia .
« Criginal or self-authored material We have Adoption Support
available!
« OER
« and more! Phone: 577-713-6637

Email Suppert

OPEN CHAT
OER+ ) Price Match Guarantee _

OER+ Courseware provides instructors Students save meney with Price Match
with a high quality, easy to use course Guarantee! Price Match Guarantee
solution that is affordable, accessible, reimburses students the cost

and helps drive student engagement difference of 3 new or used print book
It utilizes OER plus original content if they find the exact textbook at a
that is curated by subject matter lower price on Amazon, BN.com, or a
experts and combines the complete local competitor.

eText with a full range of ancillary

ertariale Imeteetare o adit ad

A~

.2 Barnes & Noble -8- 2/23/2023
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Turning the option on or off will add or remove the affordability option from the menu on the left and the right panel.

Shannon Johnston
Log out

B COMMUNICATION HUB

$ AFFORDABILITY SOLUTIONS

FDIA | First Day Inclusive Access

OER

OER + Courseware

Price Match Guarantee

Course Pack Creation

ADOPTION SU|

@ CVERYTOWN

First Day Inclusive Access

First Day™ is Barnes & Noble College’s inclusive access program offering students first
day-of-class access to affordable, high-quality course materials* and providing
institutions and faculty with analytics that support academic achievement.

Benefits to Students:

that no additional textbook budgeting is required.

learning management system (LMS).

With i iate access to ials, and

First Day saves students an average of 40% on course materials and the cost of materials are included in tuition or student fees, ensuring
Students are guaranteed to have access to their course materials on day one of class as materials are delivered through your school's

. @ barrier to success is removed for your students.

CLICK HERE TO LEARN MORE ABOUT USING FIRST DAY AT YOUR INSTITUTION.

FIRST DAY CASE STUDIES

== A

WRIGHT STATE
UNIVERSITY

When the state of Ohio required all institutions to lower course
material costs for students, Wright State University found success
with First Day and saved students more than $675,000 across 40
courses and 120 sections in one semester.

Inclusive access s a fantastic way to help students save money on course
materials .. Inclusive access not only addresses textbook costs, but it
promotes student success at Wright State University.

POLK
7 STATE
. COLLEGE
Like many institutions, Polk State College has seen a trend of
students not purchasing a required textbook due to price. With First
Day, students saved 57% on their required materials with an average
savings of $132 per course material. Pleased with the program, an
astounding 93% of participating students said they would
recommend First Day to their peers.

In an online course, it Is even more important that the students start their
course with a textbook. The program increases the likelihood that students
will be proactive and purchase the book before the class starts, enabling

=]

Adoptions Due!

Your adoptions are overdue. Please
contact , your Bookstore Manager as
soon as possible

WE PRICE MATCH TO SAVE
STUDENTS §

Against Amazon, BN.com & local
competitors

For the exact textbook - same
edition, format & rental term

Available for new, used and used
rentals

LEARN MORE

FIRST DAY™ INCLUSIVE ACCESS

93% of Polk State College students
would recommend First Day to their
peers

FIND OUT WHY

Need Help? Talk to Us!

We have Adoption Support available
24/7

Phone: 877-713-6697
Email Support

OPEN CHAT

»- Barnes & Noble
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Bookstore Manager Experience in AIP

Setting Terms in TA2 and AIP

All aspects with TA2 remain the same with the AIP integration. Adoptions will flow automatically to TA2 and you should
check TA2 every day to ensure that you review your alerts and manage all your “In Process” adoptions (See the TA2
Guide for more details). The Textbook team is responsible for creating terms in TA2 and activating the term on the web
and creating the term in TA2 allows adoptions to flow from AIP to TA2.

AIP Term SIS Feed

Confirm that the term course enroliment file generated from the SIS feed is being sent. The course enrollment SIS feed
cadence for new terms should be similar to the course skeleton cadence for new terms in TA2. If it is not there, the term is
most likely not being sent in the SIS Feed by the campus. Reach out to the campus SIS Administrator to have the term

added to the SIS Feed. Once the campus adds it, contact AIPSupport@bncservices.com if the term continues not to
display.

Step 1 - TA2 and Web Setup
For future terms to be available for faculty to start the adoption process, the terms must be setup in TA2.

e Terms need to be named and have their term dates setup for adoptions to flow through TA2 integration.

Term Options Dates

Term code F16

Date Adoptions Are Due [ 9/01716 (MMDDYY)
Firstday of class =it 8/02/16 (MMDDY™Y)
bid termn date [ 9/03/16 (MMDDY)
First day of finals [ 9/04116 (MMDOYY)
Last day of finals [ 9/05416 (MMDDYY)
Course - Expart INACTWE

e Terms also must be activated on the web for faculty to start adoptions in AIP. The flag must be changed to Y and
verified before the Adoption Start date in AlIP.

Barnes & Noble -10 - 2/23/2023
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Activate term forWekb Deactvate term forveb
A14 v best bacournn ]
A15 Summer 2015 Ny
A1E FReleaze 15,4 i
B15 Charlie's TA, farmat i
C15 steves copy berm i
D15 Summer 15 Online M
F14 Fall 2014 i
F15 Fall 2015 Y
F16 copy term test 2 i *__
G15 Temp Yendor Term M
hore

e A course skeleton does not have to be loaded for a term to be set up in TA2. With AIP the bookstore will still
need to upload a course skeleton to TA2.

Step 2 — Term Setup in AIP

The Bookstore Manager is now responsible for setting the Adoption Start Date and Deadline date in AIP to trigger
automated emails to faculty members to start the adoption process. This must be done after the term is setup in TA2 and
the web is activated.

Permissions & Settings

Setting the Adoption Start and
Deadline dates in AIP will trigger
automated emails to faculty to start § we paice waron 1o

the adoption process. T m— > —

J @ mg

Permissions And Settings

S ‘Wi\li‘am Felix

(% oasHEcARDS Adoption Time Frame

Bookstore Managers must do this Enable Adoption Cutcft: (TP
after the term is setup in TA2 and the P commumcATION WB < e
web is activated. ¢ wrommewmr Jey—

Avai W, u
and used rentals

date:

LEARN MORE

0214/2022
“ Q FIRST DAY™ INCLUSIVE
SOLUTIONS ACCESS

_ 93% of Polk State College
(%) apoemion suppoRT

You can also enable the Adoption
Cutoff toggle to limit adoptions from €, seancn Email Settings Active Affirmation o
being submitted after the adoption e T—
deadline has passed.

Turn on this feature to document the intent of the
course instructor or academic department to use all
High Hill Academy items adopted for a course and section. Statement
can be edited as needed.

() Need Help? Talk to Us!
{G} PERMISSIONS & SETTINGS.

We have Adoption Support
available!

Flash report Edit Phones: 577715662
8 Email Support
ot i Change susiondion
e Manager
Name: Edit
William Felix
.2 Barnes & Noble -11 - 2/23/2023
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Permissions & Settings

The ‘From Name’ information entered
in Email Settings will display within
the automated emails to faculty.

The email addresses entered will be
the recipients of the automated
Adoption Flash Report.

(@ WL

Permissions And Settings

William Felix

COURSE LIST

DASHBOARDS Adoption Time Frame

Enable Adoption Cutoff:

Make Available

AFFORDABILITY Summer 2020 0z/08/2022

SOLUTIONS
Select Past Terms for Re-adoption

) ADOPTION SUPPORT

Email Settings

Friendly from name for triggered messages:  Edit
{max 50 choracters

{8} pemmissions s sermnes High Hill Academy

Flash report recipients: 0

e ‘separate multiple email sddresses)

nilesh.wagh@bnedioudcloud.com, 27sarahryan
@gmail.com fillwelixg@gmail.com

Bookstore Manager Information
Name: Edit

‘William Felix

ozh4/2022 Edit

for Re-adoption

Ramie

Active Affirmation

s

Turn on this feature to document the intent of the
COurse INSTruCtar or academic department 1o use all
iterns adopted for a course and section. Statement
can be edited as nesded.

Change Justification @

Turn on this feature to collect & justification for an
adoption submission or change ta an adoption after
the Adoption Deadline. Display message and
dropdown options can be edited/added as needed.

CHANGE TENANT

S WE PRICE MATCH TO
SAVE STUDENTS §

» Against Amazon, BN.com
& local competitors

= For the exact textbook
same edition, format &
rental term

« Available for new, used

and used rentals

LEABN MORE

Q FIRST DAY™ INCLUSIVE
ACCESS

Polk State Callege

93% of
s

{L) Need Help? Talk to Ust

We have Adoption Support
available!
Phane: 577 715 663,

OPEN CHAT

This terminology will be used across
the entire portal as well as within
automated and on-demand emails.

Bookstore Manager

Email: Edit

wrelix@bned.com

hone:
DOOL XXX SO0 ext. 30000)
810-762-3030  ext: 3333

Terminology Setup

Term Definition:
(ie. Term, Semester, Quarter, etc.)

Quarter

Schoal, Campus, Institution, ete.

Institution

Instructor, Professor, Faculty, etc.

Faculty

Institution Information
Institution Name: Edit

High Hill Academy

2022 Bames and Nobi o

+#BNED

Termsofuse | Privacy Policy | ChPrivacy Policy

Accessibilty

»- Barnes & Noble
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Permissions & Settings

uld
First Day to

Bookstore Manager Information can (O ek narosy :
be ed|ted and iS dISp|ayed in the ), search Email Settings Active Affirmation (E EIND OUT Wiy

can be edited as needed.

Contact The Bookstore in the ST e o ONRA MeSORE KA | tum o s esture t dcument it othe (D) uaat el Tak 1 Us
course instructor or academic department to use all = z
Communication Hub. This email is g i M B adeptdor 3 i vpion S

also included in several automated
emails.

Flash report recipients:@ Edit

(comma separate multiple email addrosses) Email Support

ilesh
@gmail.com fillwelix@gmail.com a OPEN CHAT
oer

Change Justification

Turn on this feature to collect a justification for an
adoption submission or change to an adoption after
the Adoption Deadline. Display message and
dropdown options can be edited/added as needed.

Name:

William Felix

Title:

Bookstore Manager

Email

wielix@bned.com

Phone:
Y00 SO0 000K ext. XO000K

810-762-3030  ext: 3333

Terminology Setup

Bookstore Manager

Institution Information can be edited
and is displayed within the platform.

Email: Edit

wrelix@bned.com

Phone: Ediit
DOOLIO0CIO00K o3t 00000

810-762-3030  ext: 3333

Terminology Setup

Term Definition:
i Term, Semester, Quarter, etc.)

Quarter

Schoal, Campus, Institution, etc. Ediit

Institution

Instructor, Professor, Faculty, etc. Egit

Faculty

Institution Information

Institution Name:

High Hill Academy

ABNED oe=ere

Terms of use

.y Policy | CAPrivacyPolicy | Accessibilty

.2 Barnes & Noble -13 - 2/23/2023
.¢2- COLLEGE



Adoption & Insights Portal
Store Guide

Permissions & Settings

Bookstore Manager can edit the
Affordability options within Site
Settings.

(@) HIGH HILL

Permissions And Settings

S WE PRICE MATCH TO
SAVE STUDENTS §

& local competitors

COURSE LIST

* For the exact textbook
same edition, format &
rental term

= Available for new, used

(E and used rentals

LEABN MORE

DASHECARDS Site Content to Display:

First Day™ Inclusive Access m

irst Day is an inclusive access mod

Course Pack Creation
COMMUNICATION HUB

Acourse pack is a compilation of

AFFORDABILITY
SOLUTIONS

ADOPTION SUPPORT

which course materials are included in
e cost of tuition (or similar student
through a school's
nagernent systern (LMS),
idents have their course
materials on the first day of class.

s t have to enter an access

Students dor
code - or wait to get their materials.

ensur

course materials put into one easy-to-
access place for students. Course Packs
can act as a supplement 1o a textbook
or asa replacement. Our publisher
neutral approach lets you combine
content from virtually anywhere
including

 FIRST DAY™ INCLUSIVE
ACCESS

93% of Polk State College
students would
recommend First Day to
theit peers

EIND QUT WHY
» Journal and scholarly articles

* Book chapters
» Business cases

(©) Need Help? Talk to Us!
PERMISSIONS & SETTINGS * Multimedia

+ Original or self-authored material We have Adoption Support
« OFR available!

* and maore! Phone: £77-715-6697

Email Support
o ERTEE
|

OER+ m Price Match Guarantee

OER+ Courseware provides instructors Students save money with Price Mat
with a high quality, easy to use course Guarantee! Price Match Guarantee
solution that is affordable, accessible. reimburses students the cost

and helps drive student engagement difference of a new or used print book
It utilizes OER plus original content if they find the exact textbook at a
that is curated by subject matter lower price on Amazon, BN.com, o a

¢ Barnes & Noble

° -14 -
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Faculty Communications

A highlight of the Adoptions and Insights Portal is the ability to send automated reminders and on-demand emails, and to
post site messaging to faculty from within the system. These emails and messages can be set up from the

Communication Hub in the navigation pane.

The emails send faculty information around the Adoption process, and can include a list of courses they are assigned to
that need adoptions submitted, the date in which adoptions are due, and the ability to click through to their personalized
Course List so they may begin the submission process.

Once the faculty or staff member submits all their courses for the term, they will not receive any additional reminders.

Email Notifications/Timing & Triggers

Departmental and academic leaders can
send customized emails to faculty on-
demand directly from the portal.

COURSE LIST

(% DasHBOARDS

£B coumumcATON HUB -

TAT | Timing & Triggers

& AFFORDABILITY
< soLumions

J @

On-Demand Communications
Send Email
I'd like 10 send: A REMINDER ADOPTIONS ARE DUE~

To the following recipients:

Course Status: Courses not submitted

School:  ALLsCHOOLS -

Departments: AL Quarter:  sUMMER 2020 -

Mossage Proview:

Action Required” Submit your adoptions by [Adoption Due Date] Ve Cnline

CHANGE TENANT

S WE PRICE MATCH TO
SAN

{©) Need Help? Talk to Us!

users logged into the portal as an
additional alert and reminder that
adoptions are due.

If your institution has multiple campuses,

a V\:u}!\‘am Felix

COURSE LIST

% oasuaoaRDs

ABoFmON SusRORT [Your School] Bookstore av
ACTION REQUIRED Email Support
PERMISSIONS & SETTINGS EVERYTOWN
UNIVERSITY
Submit your Adoptions for [Term Name]
A site-wide message can be shown to all § (@) HIGH HILL

Site Messaging

Set-up and schedule a banner message that will appear on the top of all pages across the Adaption & Insights
Portal.

Set Message

Institution: High Hill Academy

S WE PRICE MATCH TO
SAVE STUDENTS §

» For the exact
same edition,

H “ ” D COMMUNICATION HUB v Message:
there will be an “All Campus” message & S
which will be sown on all campuses in =
addition to any campus-specific message - .
) pe— -
[ :’::‘;ﬂ““ w (©) Need Help? Talk to Ust
.2 Barnes & Noble -15 - 2/23/2023
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Email Notifications/Timing & Triggers

Adoption Flash Report is an email to

3 L. i Adoptions are due on [Adoption Due Date] View Online
inform recipients of the adoption progress

for a given ter. Recipents are set-up on
the Permissions & Settings page. COURSE MATERIAL SUBMISSION REPORT

Frequency can be adjusted on the Timing
& Triggers page. EVERYTOWN
UNIVERSITY

Adoption Progress for [Term Name]

[51 [01% [1]

DAY(S) UNTIL COURSES COURSE(S) MISSING
ADOPTIONS DUE SUBMITTED COURSE MATERIALS

For more information, visit your Adoption Insights dashboard.

VIEW ADOPTION INSIGHTS

If you have any guestions, Adoption Support is available by email at
[Support Email Address] or phone at [Support Phone Number]

Thank you,
[Your School] Bookstore

Adoption Open Notice is sent on
‘Adoption Open’ date. Frequency is one

ACTION REQUIRED
EVERYTOWN
UNIVERSITY

Course Materials for [Term Name]

Help save students money by selecting your course materials early View Online

Hello [First Name],

Your course material selections for [Term Name] are due by [Adoption Due
Date]. Here are your assigned Courses:

Department: [Depariment]
Course: [Course] Section: [Section]
Course Name: [Course Name]

Department: [Depariment]
Course: [Course]  Section: [Section]
Course Name: [Course Name]

To re-adopt previously used course materials, make changes, or discover
new materials, click the button below.

LET'S GET STARTED

Did you know submitting adoptions early can impact course material
costs for students? Early submission allows the bookstore to source the
best cost-saving options, so students save money. It also allows students to
understand the cost of course materials prior to the start of the term.
Submit your adoptions now.

.2 Barnes & Noble -16 - 2/23/2023
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Email Notifications/Timing & Triggers

Adoptlons Due Remlnder #1 IS Sent 10 Re-adopt previously used materials in ONE ciick View Online
days after ‘Adoption Open’ date.

oo
Frequency is one reminder per user per

term.

ACTION REQUIRED

Reminder: Select Your Course Materials
Hello [First Name]
This is a friendly reminder that your course material selections for [Term

Name] are due by [Adoption Due Date] Here are your assigned courses:

Department: [Department]
Course: [Course] ~ Section: [Section]
Course Name: [Course Name]

Department: [Department]
Course: [Course] ~ Section: [Section]
Course Name: [Course Name]

To re-adopt previously used course materials, make changes, or discover
new materialg, click the button below.

BMI

IOPTIONS

Did you know submitting adoptions early can impact course material
costs for students? Early submission allows the bookstore to source the
best cost-saving options, so students save money. It also allows students to
understand the cost of course materials prior to the start of the term.

‘Submit your adoptions Now.

Adoptions Due Reminder #2 is sent — P —— S
halfway between the ‘Adoption Open’ . '

date and ‘Adoption Deadline’ date.

Frequency is one reminder per user per
EVERYTOWN
UNIVERSITY

term.
Course Materials for [Term Name]

ACTION REQUIRED

Hello [First Name],

Your course material selections for [Term Name] are due by [Adoption Due
Date]. Here are your assigned courses:

Department: [Department]
Course: [Course]  Section: [Section]
Course Name: [Course Name]

Department: [Department]
Course: [Course] ~ Section: [Section]
Course Name: [Course Name]

SUBMIT ADOPTIONS

Not using any materials for these courses? No problem, view your
courses and select “I'm not using any materials for this class.
Show me my courses >

If you have any questions, Adoption Support is available by email at
[Suppert Email Address] or phone at [Support Phone Number]

.- Barnes & Noble -17 -
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Email Notifications/Timing & Triggers

Adoptions Due Reminder #3 is sent with e ,
25% of time remaining between the

‘Adoption Open’ date and ‘Adoption
Deadline’ date. Frequency is one
reminder per user per term.

ACTION REQUIRED

Adoptions Are Due Soon
Hello [First Name]

Your course material selections for [Term Name] are due by [Adoption Due
Date]. Please select materials for your assigned courses

Department: [Department]
Course: [Course]  Section: [Section]
Course Name: [Course Name]

Department: [Department]
Course: [Course] ~ Section: [Section]
Course Name: [Course Name]

BMIT ADOPTIONS

Are you re-adopting materials from last [Academic Term]? Or not using
any materials for these courses? No problem, view your courses and
make your selection in just a click or two. Show me my courses >

If you have any questions, Adoption Support is available by email at
[Support Email Address] or phone at [Support Phone Number]

Thank you,
[Your School] Bookstore

Adoptlons Due TOda’y NOtlce IS Sent On Your course materials are due TODAY View Online
‘Adoption Deadline’ date. Frequency is

e . ‘our School] Bookstore
one notifcation per user per term. ==
ACTION REQUIRED
EVERYTOWN
UNIVERSITY

Course Materials Are Due Today

Hello [First Name]

Your course material selections for [Term Name] are due TODAY. Please
select materials for your assigned courses:

Department: [Depariment]
Course: [Course] ~ Section: [Section]
Course Name: [Course Name]

Department: [Department]
Course: [Course] ~ Section: [Section]
Course Name: [Course Name]

SUBMIT ADOPTIONS NOW

Are you re-adopting materials from last [Academic Term]? Or not using
any materials for these courses? No problem, view your courses and
make your selection in just a click or two. Show me my courses >

If you have any questions, Adoption Support s available by email at
[Support Email Address] or phone at [Support Phone Number].

»- Barnes & Noble
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Email Notifications/Timing & Triggers

Adoptions Overdue NOtice is Sent iS sent Submit your course materials now View Online

4 days after ‘Adoption Deadline’ date.
Frequency is one notification per user per

term ACTION REQUIRED

Notice: You Have Overdue Adoptions

Hello [First Name]

You have overdue adoptions for [Term Name]. The following courses are
assigned to you for course material selection:

Department: [Depariment]
Course: [Course] ~ Section: [Section]
Course Name: [Course Name]

Department: [Department]
Course: [Course] ~ Section: [Section]
Course Name: [Course Name]

FM READY TO SELECT

Are you re-adopting materials from last [Academic Term]? Or not using
any materials for these courses? No problem. view your courses and
make your selection in just a click or two. Show me my courses >

If you have any questions, Adoption Support is available by email at
[Support Email Address] or phone at [Support Phone Number]

Start of Term “Thank You” is sent 14 days
after ‘Term Start’ date. Frequency is one
notification per user per term.

COURSE SUBMISSION REPORT

EVERYTOWN
UNIVERSITY

Thank you!

Hello [First Name],

Now that the [Academic Term] is underway, we would like to thank you for
submitting your course materials through the Adoption & Insights Portal. Your
efforts helped secure the most affordable course material options for your
students!

Here's a recap of your course adoptions for [Term Name]

Gampus: [Campus Name]
Department: [Depariment Name]

L Al Jedl i

OURSE! oF couRsE AVG. ADOPTED.
ASSIGNED TO YOU. ADOFTIONS MATERIALS PER

SUBMITTED ON TIME COURSE DIGITAL AVAILABLE
VIEW ADOPTIONS

Have a great [Academic Term]!

.2 Barnes & Noble -19 - 2/23/2023
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Email Notifications/Timing & Triggers

No Materials Required Reminder has a
CUStomlzab|e date before the adoptlon Your courses have no materials required View Online

users who have submitted courses with FOURSEWATERIATSTATUS
no materials required.

@ UNIVERSITY

SAMPLE LOGO

Missing Something? There's Still Time to
Request Your [Term Name] Course
Materials

Hello [First Name],

This is a reminder that you submitted the following course(s) with a selection
of No Materials Required

Section(s):

[Department Code] [Course 1D] [Section ID] | [Course Name]

[Department Code] [Course ID] [Section 1D] | [Course Name]

Log into the Adoption & Insights Portal to review your selection and make

changes if needed
VIEW MY COURSES

We've made it easy for you to select course materials for your students:
« Re-adopt previously adopted course materials with one click
« Discover and research new course materials—including OER—using
our search tool
« Compare estimated prices for students and available formats before
adopting
+ Search your detailed adoption history

Need help or have any questions? If you would like to contact your bookstore
manager, please visit the Contact the Bookstore page within the Adoption &
Insights Portal.

‘You can also preview your course(s) as students will view them on the
bookstore website.

Thank you,
[Your School] Bookstore

.2 Barnes & Noble -20 - 2/23/2023
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Email Notifications/Timing & Triggers

Course Materials in Process is sent once
per user per term and has a CUStomizable Your submission is in the works View Cnline

before the term start.

COURSE MATERIAL STATUS UPDATE

UNIVERSITY

SAMPLE LOGO

We are processing your course materials
for [Term Name]

Hello [First Name],

Your course materials for [Term Name] are being processed by the
bookstore. Courses materials are typically available in the bookstore around
two weeks before the start of the [Term Definition].

Submitted . Available
Working On It for Students

As a reminder, here are the sections for which you have submitted course
materials:

Section(s):

[Department Code] [Course |D] [Section ID] | [Course Name]

[Department Code] [Course |D] [Section 1D] | [Course Name]

VIEW MY COURSE MATERIALS ON AIP

When your course materials are available in the store, you can preview the
materials on the bookstore website.

If you would like to contact your bookstore manager, please visit the Contact
the Bookstore page within the Adoption & Insights Portal.

Thank you,
[Your School] Bookstore

.2 Barnes & Noble -21- 2/23/2023
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Email Notifications/Timing & Triggers

Course Materials Available for Students is

Sent 7 days before the term Start date and ‘Your course materials are available for students! View Cnline
includes a link where faculty can view
their submitted course materials on the

bookstore website. COURSE MATERIAL STATUS UPDATE

UNIVERSITY

SAMPLE LOGO

Course Materials are Available for Your
Students!

Hello [First Mame],

‘Your course materials for [Term Name] have been processed and are
available for your students to order.™

@ @ ©

Submitted Working On It N
Available

for Students

Section(s):
[Department Code] [Course |D] [Section ID] | [Course Name]
[Department Code] [Course 10] [Section ID] | [Course MName]

VIEW MY COURSES ON THE BOOKSTORE

If you would like to contact your bookstore manager. please visit the Contact
the Bookstore page within the Adoption & Insights Portal.

Thank you,
[Your School] Bookstore

.2 Barnes & Noble -22 - 2/23/2023
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Deactivating Automated Emails

To turn off automated messages, go to the Timing & Triggers page within the Communication Hub.

1. Select the email you would like to turn off and click on the downward arrow.

2. Click on the ON toggle

3. The toggle will change to OFF when you have deactivated the email

If you wish to deactivate all messages, follow these steps for each email message.

Notes:

e Deactivating an email will turn it off for ALL users. If you wish to reactivate an emalil, follow the steps above to

change the toggle from OFF to ON.

¢ You can use the Term drop-down menu to review automated messages by term. Changing the toggle to OFF for
one term will NOT update the other terms. If you would like to deactivate this message for all terms, you must turn
the message OFF for each term individually.

Updating User Permissions

Institutions can move all users between different permission levels to control their access to courses, insights, and
communication within AIP. Bookstore managers and Tier 3 users will be able to move users between permission levels
(tiers) directly in AIP to best support that user’s role in the adoption cycle.

1. Sign into AIP using
your bookstore
credentials.

Welcome to the Adoption and Insights Portal

Please log In to start your adoption process

Please Log In
user EmaL

PASSWORD

LoGiN

2. Select Permissions
& Settings

S William Felix
Log out

COURSE LIST
DASHBOARDS
5B COMMUNICATION HUB v

v

$ AFFORDABILITY
SOLUTIONS

@ ADOPTION SUPPORT

@, searcH

{G} PERMISSIONS & SETTINGS

(@ HELENL
Permissions And Settings

SITE INFORMATION  [IETRFET2 o l USER PE... l FIRST DA... ]

Adoption Time Frame

Enable Adoption Cutoff. (_Jag)

Available Quarter: Make Available

Adoption Start date: Adoption Deadline: for Re-adoption

Summer 2020 02/08/2022 020142022 Edit Remove

Select Past Terms for Re-adoption w

Email Settings

Friendly from name for triggered messages:  Edit
(max 50 characters)

High Hill Academ
9 d can be edited as needed.

| confirm that all the course materials. i

@ FIRST DAY™ INCLUSIVE

Active Affirmation [ @)

Turn on this feature to document the intent of the
course instructor or academic department to use all
items adopted for a course and section. Statement

(©) Need Help? Talk to Us!

CHANGE TENANT

S WE PRICE MATCH TO
SAVE STUDENTS $

+ Against Amazon, BN.com
&local competitors

* For the exact textbook
same edition, format &
rental term

+ Available for new, used
and used rentals

LEARN MORE

ACCESS

93% of Polk State College
students would
recommend First Day to
their peers

FIND OUT WHY

We have Adoption Support
available!

»- Barnes & Noble
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Screen

Step

Select the User
Permissions tab

Search any user to
update their
permissions.

COURSE LIST

DASHBOARDS

COMMUNICATION HUB v

AFFORDABILITY
SOLUTIONS

ADOPTION SUPPORT

PERMISSIONS & SETTINGS

% HIGH HILL
i@ A%ADEMY

Permissions And Settings

SITE INF... SITE SET...

Update Permissions

USER PERMISSIONS l

Manage user access and permissions. To get started, search for individual users by name or email address.

Search by: NaME -

‘ RESET

Name Email Address

Srnith, James jamessmith@yopmail.com

Permissions () Read Only () Assignments (D

TIERT ¥

CHANGE TENANT

S 'WE PRICE MATCH TO
SAVE STUDENTS $

* Against Amazon, BN.com
& local competitors

e For the exact textbook
same edition, format &
rental term

« Available for new, used
and used rentals

LEARN MORE

Q FIRST DAY™ INCLUSIVE
ACCESS

93% of Polk State College
students would
recommend First Day to
their peers

FIND OUT WHY

{©) Need Help? Talk to Us!

We have Adoption Support
available!
Phone: 877-713-6697

Email Support

OPEN CHAT

Using the dropdown
menu, update a user
to Tiers 1, 2, or 3.

Click Assign to refine
a user’s access to
only specific
campuses, schools,
or departments (Note:
Only Tier 2 and Tier 3
users can be limited
to specific campuses,
schools, or
departments)

You can also check
the “Read Only” box
to limit the user to
only view adotio

William Felix
Log out

COURSE LIST

DASHBOARDS

COMMUNICATION HUB v

AFFORDABILITY
SOLUTIONS

ADOPTION SUPPORT

{O} PERMISSIONS & SETTINGS

i}@‘ HIGH HILL
*¢  ACADEMY

Permissions And Settings

FIRST DA...

Update Permissions

Manage user access and permissions. To get started, search for individual users by name or email address.

Search by: NAME ¥ | Smith

Name Email Address

Smith, James jamessmith@yoprail com

Permissions () ReadOnly () Assignments (3

TIER2

ASSIGN  Updated

CHANGE TENANT

s WE PRICE MATCH TO
SAVE STUDENTS $

« Against Amazon, BN.com
& local competitors

® For the exact textbook

same edition, format &

rental term

Available for new, used

and used rentals

LEARN MORE

Q FIRST DAY™ INCLUSIVE
ACCESS

93% of Polk State College
students would
recommend First Day to
their peers

FIND OUT WHY

{©) Need Help? Talk to Us!
We have Adoption Support
availablel
Phone: 877-713-6637

Email Support

OPEN CHAT

»- Barnes & Noble
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Step

8. Select which
department, school,

Screen

R View & Edit Hierarchy

or campus and click

Update tO save Assignments for: J abuzz abuzzotta@bned.com
Changes. ThIS user select an Organization: Select Items:
will now have the Department

selected Tier access Sehoet

Campus
for only the chosen
schools, departments,

or campuses.

i

Adding an Adoption for Faculty

The Adoptions and Insights Portal is the source for all adoptions. Adoptions should be added to AIP by faculty,
department admins, or the bookstore textbook team. If a faculty member contacts the bookstore with an adoption the

adoption should be entered into AIP to maintain the adoption integrity of the system. AIP will push the information to TA2
to allow the store to submit book orders.

Step Screen
9. Sign into AIP using #BNC
your bookstore ‘
credentials. Welcome to the Adoption and Insights Portal
Please log In to start your adoption process
Please Log In
.2 Barnes & Noble -25 - 2/23/2023
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Step

Screen

To search for materials by
keyword, title, or ISBN
you can access the
Course List or Search
tool.

To re-adopt from previous
term, select Course List.

10. Select Course List.

@I‘\Hﬂ‘l‘ﬂ\\\

(B oasHscaros 45

Total Courses

7 Filter: | awLscHooLs

Course Submission Status
45 Total Courses.

Adoption Insights

ALL DEPARTMENTS. FALLO2 19

39

Courses Not Submitted

13%

13%

Courses Submitted

0%

Submission Rate Trend
Fall0z19 Vs. - -

Compared To | none

11. Use the filters at the
top of the screen to
locate the specific
Course or Faculty
member to enter the
adoption.

The Filter by field allows
you to search by Catalog
Number/Course ID,
Course Name, or Faculty
Member Last Name.

g Sarah Ryan
Log out

=
E.I COURSE LIST

(I® DpaAsHBOARDS

3 COMMUNICATION HUB v

S AFFORDABILITY
SOLUTIONS

DOPTION SUPPORT

PERMISSIONS & SETTINGS

To use materials from a
previous term.

12. Select the radio
button for re-adopting,
then select a Term
and Section to select
the past term to re-
adopt.

If there is adoption history
available, selecting the
blue down arrows next to
each textbook allows you
to review each title,
change adoption type
(required or
recommended) and leave
notes for students on their

Adoptions Overview

Schools:

ALL SCHOOLS -

Filter By:
CATALOG NUMBE...

AAS 104 007 | Hum Seminar
Jessica Walker

UNIVERSITY OF MICHIGAN

Department:

ALL DEPARTMENTS -

Search

Reset Filters

(@) I'd like to re-adopt from a past adoption

Using the same materials as: FALL2021

Semester:

FALL 2021

Show:

ALL COURSES

UPLOAD
SPREADSHEET

o ver
surmes (O

AAS104 001: ZABORO... ~

9780679744726 Fire Next Time by Baldwin, James

I'd like to be guided through the adoption process

‘ONE CLICK RE-ADOPT

S 'WE PRICE MATCH TO
SAVE STUDENTS $

* Against Amazon,
BMN.com & local
competitors

« For the exact textbook —
same edition, format &
rental term

» Available for new, used
and used rentals

LEARN MORE

(©) Need Help? Talk to Us!
‘We have Adoption
Support available 24/7!
Phone: 577-713-6697
Email Support

& sarah Ryan
Log out

UNIVERSITY OF MICHIGAN

Adoptions Overview

o Schools: Department: Semester:
E.I COURSE LIST

ALL SCHOOLS - ALL DEPARTMENTS - FALL 2021

(B basuBoARDS Filter By: Show:

) COMMUNICATION HUB v

& AFFORDABILITY

b SOLUTIONS

DOPTION SUPPORT

PERMISSIONS & SETTINGS

CATALOG NUMBE... v

Search

Reset Filters

ALL COURSES

2 3 & 5 - 1791

AAS 104 007 | Hum Seminar
Jessica Walker

@ like to re-adopt from a past adoption

Using the same materials as

9780679744726 Fire Next

I'd like to be guided through the adoption process

- AAS 104 001: ZABORO... ~

FALL 2021
e 2uilln5aEin=E il

UPLOAD
SPREADSHEET

susrmrzs. (O

‘ONE CLICK RE-ADOPT

S 'WE PRICE MATCH TO
SAVE STUDENTS $

* Against Amazon,
BN.com & local
competitors

« For the exact textbook —
same edition, format &
rental term

+ Available for new, used
and used rentals

LEARN MORE

(©) Need Help? Talk to Us!
We have Adoption
Support available 24/7!
Phone: 577-713-6697
Email Support

»- Barnes & Noble
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school website when
selecting their books.

13. Select One Click Re-
Adopt to process the
adoption. Only
selected materials will
be re-adopted

To use materials from
adoption history for

@ EVERYTOWN

course, term, or faculty AR A doptions Overview iz )
member.
:=| COURSELIST b Term:
14 Select the radlo ALL DEPARTMENTS FALLOZ19
button for Gu'ded s FilterBy: | FACULTY MEMBER washington Show:  ALL COURSES
Adoption Process. D B: -
15. Select View Detailed R MATHO1-4003-5007 | Applied Mathematics - Il horver o

Challynee Washington

Adoption history
button.

I'd like to re-adopt from a past adoption

@ I'd like to be guided through the adoption process

16. Select the applicable
radio button to search

by T AT History for Applied Mathematics - lll  Term: SUMMERO119

View Detailed Adoption History

History for MATHO! Course: APPLIED MATHEMATICS - | Term: SUMMERO119

a. Course name and
Term

History for Challynee Washington Course: ATOMIC PHYSICS Term: SUMMERO119

b. Course ID, course
name, and term MATHO1-4003-5007 | Applied Mathematics - IlI Not ver

SUBMITTED

Challynee Washington
c. Faculty Member,

Course, and Term
17. Select Add to

I'd like to re-adopt from a past adoption

@ I'd like to be guided through the adoption process

Course button. View Detailed Adoption History
History for Applied Mathematics -1l Term: SUMMERO119
History for MATHO1 Course: APPLIED MATHEMATICS - | Term: SUMMERO119

(®) History for Challynee Washington Course: ATOMIC PHYSICS Term: SPRINGPO219

9780134093413 Campbell Biology by Urry, Lisa A. / Cain, Michael L./ Wasserman, Steven A. /Minorsky, ¥
p 9781938168390 Chemistry (OER) by OpenStax College ¥

9781947172364 Principles of Economics (OER) by Greenlaw, Steven A. ¥

I ADD TO COURSE

Search by ISBN or Keyword

.2 Barnes & Noble -27 - 2/23/2023
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18. Select the blue down
arrow next to
individual items to
remove them from the
course or update their
individual adoption
information.

19. Once all changes
have been made,
select the Submit

Adoptions button.

3 books were successfully added.

You Added:

9780134093413 Campbell Biology by Urry, Lisa A. / Cain, Michael L. / Wasserman, Steven A. lMInorsk)B

Campbell Biology

NTH17

Summary »
Digital Requirements »

Book message to students: (optional]

Please adopt any selected Books

250 characters max - plain text only

9781938168390 Chemistry (OER) by OpenStax College ¥

9781947172364 Principles of Economics (OER) by Greenlaw, Steven A. ¥

I'm not using any materials for this class

by Urry, Lisa A. / Cain, Michael L / Wasserman, Steven A. / Minorsky, (9780134093413 -

‘Current Student Pricing

Pricing is directional and subject to change
New: $260.00
Used: $195.00
eBook, buy: $90.00
eBook, rent:  $60.00
180 days)

Students can save up to

This book is:

Recommended

REMOVE FROM COURSE UPDATE INFORMATION

I SUBMIT ADOPTIONS I

To use materials with a
known ISBN or keyword.

20. Select the Search by
ISBN or Keyword
box.

21. Type search terms
into search field and
hit Enter.

Multiple options or the
exact course material will
return for you to add to
the adoption.

Shannon Johnston
Log out

:=| COURSELIST

DASHBOARDS

AFFORDABILITY SOLUTIONS

@ EVERYTOWN

Adoptions Overview

Department: Term:

ALL DEPARTMENTS FALLOZ19

Filter By: FACULTY MEMBER ‘washington

UNICATION HUB

MATHO1-4003-5007 | Applied Mathematics - 1l
Challynee Washington

I'd like to re-adopt from a past adoption
(®)rd like to be guided through the adoption process

View Detailed Adoption History

UPLOAD
SPREADSHEET

Show:  ALL COURSES

B: -

woTver
susmirres (D

Enter ISBNs or Keywords

[ Search by ISBN or Keyword

o

Upload a File for This Course

View Affordability Solutions

I'm not using any materials for this class

»- Barnes & Noble
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22. Select the Use This View Detailed Adoption History
Book box.

Search by ISBN or Keyword

Note: Change the -
adoption type from advanced mathematl:d

ReqUIrEd to Search results for advanced mathematics
Recommended or add a We found 10000 items for you. Showing 1-10
note to students before . 2151 - | w00 | wet

selecting the book.
9780133214314 Advanced Engineering Mathematics by Greenberg, Michael

Advanced Engineering Mathematics Current Student Pricing

by Greenberg. Michael (9780133214314) - 2ND 98 e .
Pricing is directional and subject to change

Summary » New: $253.30
Used: $190.00
Table of Contents »
Students can save up to 25%

Book message to students: (optional) This book is:

- Required

Recommended

250 characters max - plain text only

I USE THIS BOOK I

Advanced Engineering Mathematics, Enhanced eText Current Student Pricing
by Kreyszig, Erwin (9781119446842) - 10TH 11

9781119446842 Advanced Engineering Mathematics, Enhanced eText by Kreyszig, Erwin

Pricing is directional and subject to change

buy: $132.00

Summary »
Print, New: $§294.65

Digital Requirements » Print, Used: $221.00
L~ ]
23. Search for and select - 2 | wext
additional materials
as nee_ded by _ MATHO1-4003-5007 | Applied Mathematics - Ill o ver
repeatlng the previous Challynee Washington
steps. I'd like to re-adopt from a past adoption
24 SeIeCt SU b m|t @ I'd like to be guided through the adoption process

Adoptions button.

View Detailed Adoption History

Search by ISBN or Keyword

advanced mathematics

Upload a File for This Course
View Affordability Solutions

Advanced Engineering Mathematics was successfully added.

You Added:

9780133214314 Advanced Engineering Mathematics by Greenberg, Michael ¥

I SUBMIT ADOPTIONS I

I'm not using any materials for this class

.2 Barnes & Noble -29 - 2/23/2023
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Screen

To edit an adoption after
submitting.

RYTOWN

Professor Jones

. . St Adoptions Overview 0
1. Find the course in ' B
the Course IiSty ALL DEPARTMENTS v SPRING 2020 SEMESTER v
keep'ng |n m|nd (B  DASHBOARDS Filter By: ~ CATALOG NUMBER (COURSEID) v = & Show:  SUBMITTED COURSES v

submitted courses

appear at the 9781618533081 Financial Accounting for Undergrads - With Access by Wallace, James S. / Nelson, Karen K./ Christensen, Theodore E. v
1 AFFORDABILITY
bottom of the list i 9781975084783 F19 ACC 300 COURSE PACK by BERSCHBACK ~

2. Click “Add Course
Materials” to add
materials to this

course FERMIEHONE & SEETMIGE 9781119349761 Intermediate Accounting Volume 1 (Looseleaf) (Custom) by Kieso, Donald E. / Weygandt, Jerry J. v

A ACC*300*V1 | FINANCIAL ACCOUNTING
COMMUNICATION HUB ¥

Add Course Materials v [iDelete Adoption v

ACC*301*VT1 | INTERMEDIATE ACCOUNTING | sueMITTED. )

9781618541796 Financial Accounting: Exam Questions and Explanations - With Access by Gleim

9781975084790 F19 ACC 301 COURSE PACK by BERSCHBACK v

Add Course Materials ¥  Delete Adoption ¥

Professor Jones . o
ut Adoptions Overview P @
COURSE LIST Department: Term:
ALL v SPRING -

Filter By: | CATALOG NUMBER (COURSEID) v | Search Show:  SUBMITTED COURSES  ~

ACC*300*V1 | FINANCIAL ACCOUNTING suamimen (D)

COMMUNICATION HUB

9781618533081 Financial Accounting for Undergrads - With Access by Wallace, James S. / Nelson, Karen K. / Christensen, Theodore E. v

3. Search by ISBN comons 9781975084783 F19 ACC 300 COURSE PACK by BERSCHBACK
or keyword and
add materials to
the course

Add Course Materials a  Delete Adoption v

Search Course Material

Search results for Accounting
We found 10000 items for you. Showing 1-10

> PERMISSIONS & SETTINGS

DASHBOARDS Filter By: | CATALOGNUMBER (COURSEID) ~ | | Search Show: | SUBMITTED COURSES

ACC*300*V1 | FINANCIAL ACCOUNTING supMITTED (@)
COMMUNICATION HUB v

9781618533081 Financial Accounting for Undergrads - With Access by Wallace, James S. / Nelson, Karen K. / Christensen, Theodore E. +
AFFORDABILITY
SOLUTIONS 9781975084783 F19 ACC 300 COURSE PACK by BERSCHBACK +

ADOPTION SUPPORT Add Course Materials a  Delete Adoption v

Search Course Material

Accounting

PERMISSIONS & SETTINGS )
Search results for Accounting
We found 10000 items for you. Showing 1-10

.2345.1000Next

e 9780176509705 Learning Sage Simply Accounting - Premiurm 2012 by Freedman, Harvey
NOTE: This edition will be old shortly before the start of your course. View new edition

Learning Sage Simply Accounting - Premium 2012 Current Student Pricing
by Freedman, Harvey (9780176509705} - 13
Pricing is subject to change
Summary » New: §$145.00
Used: $10875
Rentnew: $130.50
Rentused: $60.90

4. Click “Use This
Book” to add it to
your course.

Students can save up to 58%

Book message to students: (optional) This book is:

Recommended

250 characters max - piain text only

USE THIS BOOK

.2 Barnes & Noble -30- 2/23/2023
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Screen

; NC < EVERYTOWN

Qo

iotessordones Adoptions Overview oo D)
g‘i ORIRE LIeT Department: Term:
ALL DEPARTMENTS v 'SPRING 2020 SEMESTER v
5 . YO u WI I I S e e w’J‘ DASHBOARDS Filter By: CATALOG NUMBER (COURSE ID) v Search Show: SUBMITTED COURSES v
added materials ACC*300*V1 | FINANCIAL ACCOUNTING penDING
. COMMUNICATION HUB v Sumaaon
with a green 9781618533081 Financial Accounting for Undergrads - With Access by Wallace, James . / Nelson, Karen K. / Christensen, Theodore E. v
H H AFFORDABILITY
indicator Sy i v 9781975084783 F19 ACC 300 COURSE PACK by BERSCHBACK v
. . I Added 9780176509705 Learning Sage Simply Accounting - Premium 2012 by Freedman, Harvey + l
6. Click “Submit” to {©) apoemon sueeort
save chan ges. O e Add Course Materials v Delete Adoption v

Changes are not processed until youclick-aubm
CANCEL
PERMISSIONS & SETTINGS

EVERYTOWN

To delete materials and
start over.

Professor Jones Adoptions Overview upLoso
1. Click “Delete 3 —
Ado tion,, %] counseust Department: Term:
p ALL DEPARTMENTS » SPRING 2020 SEMESTER ~
“w 3 (4 DASHBOARDS Filter By: CATALOG NUMBER (COURSE ID) + Search Show: ‘SUBMITTED COURSES -
2. Select “Yes, I'll v
= —
Choose Them VPRI ACC'300"V1 | FINANCIAL ACCOUNTING i
» H 9781618533081 Financial Accounting for Undergrads - With Access by Wallace, James S. / Nelson, Karen K. / Christensen, Theodore E. v
Later” if you wish eromAmiy
tO use Other SOLUTIONS 9781975084783 F19 ACC 300 COURSE PACK by BERSCHBACK v
materials for this Jr— ks Course s .
course S Remove All Materials
Will you be using any materials for this course?
“
3 . SeleCt N (0] PERMISSIONS & SETTINGS (@) Yes. 1 Choose Them Later
1 No Materials Required
Materials

REMOVE MATERIALS

Required” if you
do not wish to use
any course
materials

4. Click “Remove
Materials” to save
changes.

.2 Barnes & Noble -31- 2/23/2023
.¢2- COLLEGE



Adoption & Insights Portal

Store Guide

Active Affirmation

Some states require that faculty responsible for submitting adoptions affirm that all materials they submit will be used in

their course section.

Step

On the
Permissions &
Settings page,
scroll down to the
Active Affirmation
section

Clicking “Edit” will
allow you to
change the
message to
match your state’s
reguirements

When faculty
submit adoptions,
they will now see
this message and
must check a box
confirming all their
materials will be
used in their
course sections

William Felix
Log out

COURSE LIST

(% DpasHBOARDS

COMMUNICATION HUB v

AFFORDABILITY
SOLUTIONS

) ADOPTION SUPPORT

PERMISSIONS & SETTINGS

(@M

Screen

Permissions And Settings

smeser. | userpe. | FRsTOA. |

Adoption Time Frame

Enable Adoption Cutoff:

Start date:

Make Available

Available Quarter: dopti

Summer 2020 02/08/2022

Select Past Terms for Re-adoption v

Email Settings

Friendly from name for triggered messages:
{max 50 characters)

High Hill Academy

Ei

Flash report recipients: @ Edit
(comma separate multiple email addresses]
nilesh. com,27sarahryan

@gmail.com fillwelix@gmail.com

for Re-adoption

02/14/2022 Edit Remove

Active Affirmation

€D

Turn on this feature to document the intent of the
course instructor or academic department to use all
itemns adopted for a course and section. Statement.

can be edited as needed.

1 confirm that all the course materials
being adopted are intended to be used
(particularly each item sold as part of a
bundled package) for each selected
course section.

Edit

1 affirm that all materials submitted will be used in the course.

SUBMIT CANCEL

CHANGE TENANT

s WE PRICE MATCH TO
SAVE STUDENTS $

« Against Amazon, BN.com
& local competitors.

* For the exact textbook
same edition, format &
rental term

* Available for new, used
and used rentals

LEARN MORE

Q FIRST DAY™ INCLUSIVE
ACCESS

93% of Polk State College
students would
recommend First Day to
their peers

FIND OUT WHY

(©) Need Help? Talk to Us!

We have Adoption Support
available!
Phone: 877-713-6697

Email Support

OPEN CHAT

»- Barnes & Noble
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4. Inthe
Dashboards,
administration can
view a report of
affirmations in the
Department
Summary —

Screen

Professor Assigned Materials

94% 42%

B Unsssigned

Department Summary - Submitted Courses

I NotUsing Materisls

Digital Avaiable
27%

I Oigitsl Version Asilable

Summary

R o%
OER+ o%

000

b . d school % Use OER % Use OER+ % with Digital Available % Not Using Materials
Su m Itte & Institutional Org £12 0% 0% 2T% 42%
courses table - 2 o% o% o T00%
Engineering
- Pkl ox ox ox ox
- gl:‘?rgs (Org Security m 0% 0% 25% 35%
ty)

Section Title Professor Status Affirmation

ACC 300 012 Accounting Beth Walker Submitted Yes

ACC 300 013 Accounting John Har Submitted Yes

ACC 301001 Accounting Not assigned Submitted Yes

ACC 301002 Accounting Not assigned Submitted Yes

ACC 301003 Accounting Not assigned Submitted Yes

ACC 301004 Accounting Not assigned Submitted Yes

ACC 301005 Accounting Not assigned Submitted Yes

ACC 301006 Accounting Not assigned Submitted Yes

ACC 301007 Accounting Not assigned Submitted Yes

ACC 301008 Accounting Not assigned Submitted Yes

ACC 301009 Accounting Not assigned Submitted Yes

ACC 301010 Accounting Not assigned Submitted Yes

ACC 301310 Accounting Not assigned Submitted Yes

ACC 301319 Accounting Not assigned Submitted Yes

ACC 32001 Accounting Not assigned Submitted Yes

\ y
Adoption Change Justification
Step Screen
Friendly from name for triggered messages:  Edit

1. Click on the
toggle to enable
Change
Justification in
AIP. Click “Edit” to
customize the
message for your
institution

2. Once activated,
various change
justifications can
be shown in the
dropdown menu,
use the toggles to
customize the
reasons.

{Ob PERMISSIONS & SETTINGS

ly
(max 50 characters)

High Hill Academy

Flash report recipients: @ Edit
(comma separate multiple email addresses)

Turn en this feature te document the intent of the
course instructor or academic department to use all
itemns adopted for a course and section. Statement
can be edited as needed.

nilesh. om,2’ yan
@gmail.com fillwelix@gmail.com

Bookstore Manager Information

Name: Edit

William Felix

Title: Edit

Bookstore Manager

Email: Edit
wfelix@bned.com

Phone: Edit
[POOC XXX £xt. X000

810-762-3030  ext: 3333

Terminology Setup

Term Definition: Edi
(ie. Term, Semester, Quarter, etc

Quarter

School, Campus, Institution, etc. Edit

Change Justification

€0

Turn on this feature to collect a justification for an
adoption submission er change to an adoptien after
the Adoption Deadline. Display message and
dropdown options can be edited/added as needed.

Please select a justification for Edit
submitting or changing course =
materials for this section after the

adoption deadline.

Dropdown ltem «
(At least one must be selected) Site Visibility

Course section was added to
the schedule

Originally adopted material
could not be sourced by BNC

Changing adoption to lower-
or no-cost material

Other reason [please
describe) .

Testl
Edit®

RAAAGEA

—

(&) Need Help? Talk to Us!

We have Adoption Support
available!
Phone: 877-713-6647

Email Support

OPEN CHAT

»- Barnes & Noble
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Frequently Asked Questions (FAQSs)

Transitioning to AIP

Timing

How long will it take to make the transition to AIP from FacultyEnlight or Course Director?
While the transition will be different for every institution, it will take approximately 4-8 weeks in total.

The first 4-6 weeks in the process are typically focused around SIS Roster Export set-up. Once that
milestone is completed, the remaining time is for AIP set-up and configuration.

How many labor hours will the campus IT team need to commit to the launch of AIP?

Labor hours would vary based upon the resources that the IT team on campus will dedicate to the
project. To get an overview of the timeframe and labor hours needed, please review the AIP Simple
Onboarding Plan in the AIP Resources OneDrive folder to get a high-level overview of dates and
milestones.

Cutover

When the transition occurs, will users still have access to FacultyEnlight of Course Director?
No, after the transition occurs, users will NOT have access to FacultyEnlight or Course Director.

Are users automatically redirected from FacultyEnlight once AIP is live?
No, the school's FE account is disabled. Users can still log-in but won’t see the school listed in their
profile.

If the school refuses to move forward with sharing SIS files, will we still have FacultyEnlight or
Course Director available for the adoption process? If not, when is it going away?
BNC: No, FacultyEnlight will be sunsetted in December 2020.

MBS: Currently, there is no hard date for sunsetting Course Director.

If LMS integration was never launched for a school, will that affect the transition to AIP at all?
Not having an LMS integration has no impact on launching AlP.

Adoption History

Will adoption history be available within AIP at transition?

BNC: For existing customers, historical adoption history will be available within AIP as it is carried
over from TA2. Schools will need to provide a one-time export of historical SIS data in order to utilize
full functionality of the portal. Details are included in the SIS Roster Export Overview.

MBS: Wherever possible, historical adoption data will be available in AIP. However, there may be
instances where it is not possible due to data complications. In those instances, the current term’s
adoption data will be uploaded so the school can use the one click re-adopt feature for future terms.

Does AIP pull adoption history from TA2 or from their previous adoption submissions within
AlIP?
BNC: History can come from several sources, including:

1. Two years of historical data requested as part of the SIS Roster Export set-up
2. TA2 which includes adoptions submitted in FacultyEnlight previously

3. AIP, for courses submitted in AIP during previous adoption periods

Barnes & Noble -34 - 2/23/2023
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MBS: History comes from a file conversion of data from OP and Course Director.
User Access

What users at an institution should have access to AIP?

AIP was created for users responsible for submitting course adoptions or monitoring adoption
submission at an institution. Each institution can determine who should access AIP and what their
permission level should be. Here are some common user roles which might need AIP access:

e For submitting adoptions: faculty, department administrators, department leaders or heads

e For monitoring adoption submissions: department heads, deans, academic leadership such as
provost, VP of Academic Affairs, etc., members of Textbook Affordability groups or committees

e Bookstore Managers and Textbook Managers should also have access

Who is the academic leader at an institution?
The academic leader is whomever the campus designates.

Will users have different permission levels?

Yes, each user type will have a different permission level which differs based on how they will use
AIP. AIP has a tier-based permission system comprising of three tiers. A higher tier has access to all
the features of the tier below it. An overview of the three tiers is provided below.

e Tier 1: For general users (i.e. faculty) who are entering adoption information.

o Offers access to the following features: Course List, Affordability Solutions, Adoption
Support, Search, and Chat.

e Tier 2: For supervisors of the users entering adoptions (i.e. department administrators,
department heads, etc.)

o Offers access to all tier 1 features as well as: bulk upload on course list, campus and
department dropdowns on Course List, Insights Dashboard

e Tier 3: For Provost and Bookstore Manager

o Offers access to all tier 1 and tier 2 features as well as: Timing & Triggers, On Demand
Messaging, Site Messaging, and Permissions & Settings

Can an admin view their professors’ courses within AIP? Or can only the person listed as the
instructor view those courses?
Yes, an admin will have the appropriate permissions to view courses for their professors.

Who set-ups the user permissions?

User permissions are determined by the user role in the institution’s SIS. If a user is a faculty in the
institution’s SIS, they will be a Tier 1 user in AlP. If a user is an admin in the institution’s SIS, they will
be a Tier 2 user. If changes are required to user permissions, Tier 3 users can update permissions
via the “User Permissions” tab on the Permissions & Settings page, or contact Customer Care.

How are user permissions set-up within AIP?

A Tier 3 user can determine and manage permissions. These permissions should be set during
onboarding, but can be made at any time in the platform. Any changes or additional users can be
made by Tier 3 users on the User Permissions tab in the Permissions & Settings page.

Barnes & Noble -35- 2/23/2023
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How do | delete or downgrade a user’s permissions?
Tier 3 users can update permissions via the “User Permissions” tab on the Permissions & Settings
page, or contact Customer Care.

How is AIP accessed by users at an institution?

AIP is integrated with the institution’s Single Sign On (SSO) technology. A link to AIP will be available
within the institution’s SIS or LMS (depending on their preference). Faculty and administration will be
able to click on the link and be authenticated with their institution credentials. If a user is not in the
provided SIS data, they will default to a Tier 1 user with no assigned courses. The bookstore
manager can then update the user’s permissions from the User Permissions tab.

How does a user reset their password?

Since AIP is integrated with the institution’s SSO technology, there is no need for a separate AIP
password. If a user needs to reset their password for their SSO login, they should do so through their
institution.

Configuration & Set-up

What information needs to be set-up prior to the transition to / launch on AIP?

As an institution prepares to launch on AIP, there are site information, site settings and user
mapping configurations which need to be set-up. Most of these settings need to be configured only
once. To get started, visit the Permissions & Settings page within AlP.

What information needs to be configured every academic term?
For each academic term, an adoption collection period should be set-up.

Will all adoption history be in the system?
If available, AIP can access adoption history for up to the past two years if the institution has been a
partner BNC institution.

How do | set-up adoption collection periods?

On the Permissions & Settings page, view the ‘Site Information’ tab. Terms are pulled in automatically
from the institution’s SIS integration. Once a term appears in this list, the Adoption Start and Adoption
Deadline dates can be set or edited here. These dates can only be edited by users with Tier 3
permissions.

How should | determine the Adoption Start and Adoption Deadline dates?
When determining the Adoption Start and Adoption Deadline dates, first consider when you would like
to start receiving adoptions from users for the given term. Enter that date as the Adoption Start date.

For the Adoption Deadline date, enter the date by when you would ideally like to receive 100% of
adoptions. Consider:

e Creating a buffer so that if you have time to follow-up with users who might miss the adoption
deadline. For example, if you would like to receive all adoptions by June 15", consider using
June 1% as the Adoption Deadline date.

e Give users a reasonable amount of time to research and submit their adoptions. We
recommend creating an adoption period that is 30 days or longer. If you create an
adoption collection period that is shorter than 30 days, users may receive automated email
reminders every few days. In certain cases, some automated emails may be automatically
disabled if the adoption collection period is very short.
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These are only suggested considerations. Use your discretion and your knowledge of the institution to
determine the best dates.

If academic administrators elect to not engage with AIP as far as setting up faculty
communication, can the bookstore team set communication dates and timelines?

Yes, the Bookstore Manager can set the Adoption Start Date and Adoption Deadline date to trigger
automated emails to faculty members to start the adoption process.

How do the Adoption Start and Adoption Deadline dates impact a user’s ability to submit
adoptions?

Once the Adoption Start date is reached for an active term, users can begin submitting their course
adoptions. They will be notified via an automated email.

Users may submit adoptions prior to the adoption start date. If they are viewing the course list for a
future term, they will see a message letting them know that the adoption start date is in the future. AIP
does not lock or prohibit adoptions from being submitted. This date is primarily used to create
urgency to compel users to research and submit their adoptions in a timely manner.

How do the Adoption Start and Adoption Deadline dates impact the automated emails?
The automated emails are scheduled to send at various points during the Adoption Collection Period.

e The first email (Adoptions Open Notice) is triggered by the Adoption Start date being reached.

e Reminder emails are sent at various points between the Adoption Start and Adoption Deadline
dates.

e Once the Adoption Deadline date has passed, the Adoptions Overdue Notice is sent as a final
notification to users who have not submitted all their course adoptions.

Are the Adoption Start and Adoption Deadline dates set up in AIP automatically after an
updated enrollment file is processed?

BNC: No, these dates are not set-up automatically in AIP. Once a term is active in TA2, the adoption
dates can be set in AIP.

MBS: No, these dates are not set-up automatically in AIP. Once a term is active it can be set
manually within AIP.

How is adoption history accessed?
Select the ‘I'd like to be guided through the adoption process’ option and then ‘View Detailed
Adoption History’. From here, you can view your own adoption history by course.

An upcoming term is not displaying on AIP. How do | get an upcoming term activated?

The first thing to do is check TA2. Make sure that the term has everything set up that is normally
needed for it to display on the web: term dates entered, Web Flag set to activate the term for the web,
and at least one course created. Allow 48 hours for these changes to update AIP. You should also
confirm if the term is coming through the Course Enroliment file generated from the SIS feed. If it is
not there, the term is most likely not being sent in the SIS Feed by the campus. Reach out to the
campus SIS Administrator to have the term added to the SIS Feed. Once the campus adds it, contact
AIPSupport@bncservices.com if the term continues not to display.
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Site & Email Customizations

What can be customized within AIP?
Certain site information can be customized from the Permissions & Settings page by accessing the
‘Site Information’ and ‘Site Settings’ tabs. Here is an overview of what can be customized on AIP.

e Terminology
o How the institution defines a term (i.e. term, semester, quarter, etc.)
o How the institution defines a campus (i.e. campus, school, institution, etc.)
o How the institution defines instructors (i.e. instructor, professor, faculty, etc.)

Note: the terminology configured for each of these three elements should be the singular form of the
word. For example, input ‘professor’ not ‘professors’

e Bookstore Manager Information
o Enter name, email and phone number of the Bookstore Manager
e Institution Information
o Enter the institution’s name
e Site Settings
o Turn On/Off certain pages within the Affordability Solutions section of AlP.
= First Day Inclusive Access
= Course Pack Creation
= BNC OER+

Can the automated emails sent by AIP be customized?

At this time, limited elements of the automated emails can be customized. Go to the Permissions &
Settings page and select the ‘Site Information’ tab. Scroll down to ‘Email Settings.” Here you can
customize the following elements which will affect the automated email messages:

e Friendly From

o When an automated email message is sent by AIP to your instructors, this is the name
which the email appears to come from. This name is also used in the email sign-off.

o We recommend that you use your institution’s name, but you can also use an
individual’'s name such as the Provost or Bookstore Manager.

Note: There is a 50-character limit.
e Flash Report recipients

o Enter the email addresses of those people who should receive the Flash Report. You
can enter multiple email addresses by separating them with a comma or semicolon. A
user does not need to have access to AIP in order to receive the Flash Report.
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Adoption Submissions

Does AIP prevent other users from adoption for courses that are not assigned to them?
Yes, faculty members and/or instructors will only see courses assigned to them. However, admins
and other higher permissioned user roles have the ability to submit adoptions for courses not
assigned to them.

How can | look up the adoptions which a user has already submitted?

Tier 1 users can review their submitted adoptions from their course list. When logged in as a Tier 2 or
above user, users can review all submitted adoptions across the institution. The user can use the
search feature or filters to find a specific course adoption.

How can | edit or delete an adoption which a user has already submitted?

A user can edit or delete an adoption from the Course List page. Find the submitted course on the
course list and select the individual course materials you want to edit or delete by selecting the arrow
to the right of the title. Users can also add or delete materials directly in AIP using the buttons on the
bottom of each submitted course.

Does AIP support administrators creating a list of available textbooks for part-time faculty to
choose from when submitting their adoptions?

AIP does not support a list of available textbooks for faculty to choose from. However, within AIP,
administrators can reference previous term adoptions with the one click re-adopt feature.
Alternatively, administrators have the option to submit adoptions on behalf of their faculty.

Can we send a list of adoptions from AIP to our competitors?
This functionality isn’t supported by AIP at this time, but we can provide a work-around to suppoprt
the need.

How do | add an item to my adoptions that is not an actual book?

In the Search box, you can search for non-book materials and add those to your course. If the item
could not be found in our database, you may request the book be added. To make this request, click
on the link provided on the ‘No Results Found’ page. Complete the required fields and then click the
‘Add Title’ button to submit this material to the Bookstore Manager.

| teach across multiple [campuses]. How does the Adoption & Insights Portal solve for this?
Your Course List within the portal is centered around you, not the course. All your assigned courses,
regardless of [campus], will be visible in your Course List.

If a title is not found, how can it be adopted?
When there are no results, the faculty member is prompted with a message to provide the Title,
Author, Publisher, ISBN, Edition, and Format for the book they would like to add to the course.

If a faculty member wants students to choose from a list of titles, do they select Required or
Recommended?

Faculty should select “Required” for the list of books they want in their “Go To Class First” list, but in
the notes section on the Review/Submit Order page, they should specify that this is a “Go To Class
First” list. Since these adoptions will flow into TA2 as "Required", the bookstore staff will have to
make edits within TA2 by changing the adoption to "Go To Class First" and include any comparable
TAZ2 book note(s).
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SIS Data

How long will it take for an adoption entered in AIP to appear in TA2?
Between 1.5 hours and 25.5 hours. Example: An adoption entered in AIP on a Monday afternoon will
be in TA2 the start of business Tuesday.

How long will it take for an adoption entered in AIP to appear in MBS Course Director?
Up to 6 hours (AIP exports data to MBS Course Director four times a day).

How long will it take an adoption entered in TA2 to appear in AIP?
Between 23.5 hours and 48.5 hours. Example: An adoption entered during business hours on a
Monday in TA2 will be available in AIP at the start of business on a Wednesday.

How long will it take for a SIS update to be reflected in AIP?
Between 11.5 hours and 36.5 hours. Example: SIS changes made during business hours on a
Monday would be available in AIP start of business Wednesday.

How will updates to the course file be handled and by whom?
BNC: Course file updates will still need to be submitted by the existing process to TA2.

MBS: The school provides a daily feed from the SIS which imports into AIP and updates courses
accordingly. The information from the initial feed is passed into OP and automatically updated. Any
course additions after that point will be handled manually in OP by the Account Manager upon
receiving notification from the instructor.

Will there be reporting available to show courses that were removed?
BNC: No, changes to the data are not reported out. You should refer to TA2 to manually view courses
that are cancelled and/or removed.

MBS: No, changes to the data are not reported out. We receive a daily feed from the school’s SIS
which imports into AIP. Courses are added/removed from AIP based on this file. If courses were
already submitted and are in OP, then these need to be manually removed from OP.

Does the SIS information provided for AIP include non-credit and credit hour courses? If non-
credit hour courses are included, will those courses show in AIP?

BNC receives all courses in the SIS data, including non-credit hour courses and these will show in
AlP.

When there are changes in the SIS, is AIP automatically updated?
Yes.

If courses have been cancelled, will those update automatically in AIP?
BNC: Cancelled classes will be automatically removed from AIP by ingestion of the updated SIS data.
Cancelled classes will have to be removed manually from TAZ2.

MBS: Cancelled courses will be automatically removed from AIP by ingestion of the updated SIS
data. Cancelled courses will have to be manually removed from OP.

Is the data required in the SIS Roster Export the same information needed for AIP and First
Day?
Yes, we have one SIS Roster Export specification for all products.
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Are adoptions identified by the instructor or by the section number? If the adoption is
identified by the instructor, will stores be notified if the instructor is changed and will the
section/adoption have to be switched?

In AIP, you can see both course and section information AND instructor name. You can search by
both fields. A faculty (Tier 1 user) will only see the courses they are assigned to. Currently, there is no
notification when a faculty assignment is updated, but it would automatically change in AIP after the
updated files are processed.

Are stores notified if sections are changed?
No, at this time stores are not notified when sections are changed.

Email Communications

Can the automated emails be deactivated or turned off?
Yes, the automated emails can be turned off. To turn off the messages, go to the Timing & Triggers
page within the Communication Hub.

1. Select the email you would like to turn off and click on the downward arrow.
2. Click on the ON toggle.
3. The toggle will change to OFF when you have deactivated the email.
If you wish to deactivate all messages, follow these steps for each email message.
Notes:

e Deactivating an email will turn it off for ALL users. If you wish to reactivate an email, follow the
steps above to change the toggle from OFF to ON.

e You can use the Term drop-down menu to review automated messages by term. Changing the
toggle to OFF for one term will NOT update the other terms. If you would like to deactivate this
message for all terms, you must turn the message OFF for each term individually.

Can an institution customize the content of these automated emails?
Currently, only the From Name can be customized by the institution. The email content was carefully
written to provide personalized, timely reminders to users responsible for submitting adoptions.

If you have suggested changes to the email messages, submit those to the BNED Product
Development team for consideration.

Can an institution adjust the timing of these automated emails?

The timing of the Adoption Flash Report can be adjusted from the Timing & Triggers page of the
Communication Hub. Currently, the timing of the other automated emails cannot be adjusted. The
timing is determined based on the Adoption Start date, Adoption Deadline date and Term Start dates
entered for a given term on the Permissions & Settings page.

What email address and name do the automated emails come from?

The From Name is customizable by a tier 3 user. See Site & Email Customizations for more
information. The email address that the automated emails are sent from is:
adoptions@adopt.bncollege.com
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Does the institution need to whitelist AIP as a permitted sender?

To ensure that both automated and on-demand emails from AIP are delivered to recipients, the
institution’s IT group should whitelist AIP’s IP addresses and from domain. That information is
provided below.

e Email IP: 66.231.88.146, 66.231.88.82
e Email sending domain: email.bncollege.com
Other Related domains:
o Click.email.bncollege.com
o View.email.bncollege.com
o Image.email.bncollege.com

Does turning off the automated emails have any effect on the On-Demand Communications
feature?

No, the On-Demand Communications feature is independent of the automated email messages. If the
automated emails are turned off, users (with the appropriate permissions) can still send messages on
demand.

Can an email sent on-demand be customized?

At this time, the Reminders sent from the On-Demand page cannot be customized by the sender. In a
future release, we will allow for edits. If a user selects the ‘A Message | Compose’, they can write
their own message entirely. The message can only be text based and cannot include images, links or
attachments.

Can | opt-out of the automated email reminders?
These reminders are sent to assist you with adhering to adoption submission deadlines for
compliance. Therefore, you cannot opt-out of these reminders.

Adoption Insights

Who will have access to the dashboard?
Access will be based on permission settings.

What is the Estimated Student Price?

If a book has been sold locally, the estimated student price is the price it was sold for on your
campus, from last receipt. If a book hasn’t been adopted locally, the estimated student price comes
from the MBS database. Users must be logged in to view local prices.

How does AIP fit in with my campus’s commitment to affordability?

AIP allows faculty to identify which titles are available in various formats for their students, including
OER. Every title will display available formats and prices, allowing them to make the decision to adopt
materials that may be more affordable for their students.

Who will have access to the dashboard?
Tier 2 users and above have access to the dashbooard.

How many previous terms will be available to view in the dashboard?
Terms that started and/or completed during the previous 24 months (if 24 months of data is
available).
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What will the filter options be?
The term filter will be based on the 24 month threshold, and the other filters will be based on
permissions.

How do the filter options change the dashboard?
When the filters are changed, the visualizations and tables will update accordingly.

What is the source of the data shown in the dashboard?
Course level data is originally sourced from the Student Information System (SIS). Certain data points
(i.e. course status) are updated and affected by actions taken within AlP.

How do you download the underlying data for the visualizations?
Click on the 3 dots in the upper right hand corner of the visualization and select download. This will
generate a csv file with the data.

How do you share the visualization?

Click on the 3 dots in the upper right hand corner of the visualization and select Share Report. You
can then select to share the report with users associated with the courses based on the dashboard
filter or enter one or multiple email address manually.

Technical & Non-Technical Support

Who should be contacted if a Bookstore has questions?
Bookstores can email internal questions to AlPsupport@bncservices.com and someone will respond.

What browser is supported with AIP?

The Adoption & Insights Portal is a web-based portal that requires an internet connection and an
updated web browser. Here are system and software recommendations for the best web experience:

Operating system:
e Windows Vista or earlier
e Mac OS X 10.8 (Mountain Lion) or earlier
e Google Chrome OS
Web Browser:
e Google Chrome (most recent 2 versions)
e Mozilla Firefox (most recent 2 versions)
e Apple Safari (most recent 2 versions)
e Microsoft Edge (most recent 2 versions)
Internet connection: 1 Mbps or better
Additional Software: None

Barnes & Noble -43 - 2/23/2023
COLLEGE


mailto:AIPsupport@bncservices.com

Adoption & Insights Portal
Store Guide

How are bugs or technical difficulties addressed?
If you are experiencing technical issues, contact the Adoption Support team via 24/7 chat or phone.
There are two places to find the Support contact information and several ways to contact the them.

e Along the right-hand side of the portal, view the Support callout.
e Visit the Adoption Support page (from the left-hand navigation).

From both places, you can: Click on the ‘Open Chat’ button to start a chat, call the phone number, or
send an email.

Who should be contacted if a user needs additional assistance using the Adoption & Insights
Portal?

If general assistance is needed while using the portal, users can contact the Support team via chat,
phone or email.

If a user needs assistance regarding their adoption materials, they may also contact the Bookstore
Manager. Visit the ‘Contact the Bookstore’ page by clicking in ‘Communication Hub’ on the left-hand
navigation then ‘Contact the Bookstore’. From here, you can send an email directly to the Bookstore
Manager.

Privacy & Security of Information
Our university has recently grown concerned with FERPA, specifically with our ability to

access student information. Is this something that you foresee being an issue with AIP?
No, and you can provide the campus with the BNED Privacy Policy to address any security questions.

Technical Support

For support with technical issues, including trouble logging in, AIP users can call or email the
Customer Care Team.

(877) 713-6697
AlIPsupport@bncservices.com
Hours: Monday to Sunday, 8 am to 5 pm CST
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